PDQ: Creating a PDQ Request OESS or Manager

P D Q R E Q U E ST S Position Description Questionnaire

D be the Re st &
From the Search Bar: escribe the Reque

1. Type Create Request.

2. There are two ways to do this: You can type PDQ in the box and hit
— Before submitting, please fill out the below questions and attach a completed PDQ form

enteron your keyboa rd oruse the Selection List = > All >5PDQ. The PDQ form can be found here (this link must be accessed on a DOT device): http://intforms/FormsMat/Internal/107018.pdf
If you are a Manager, submitting this on behalf of an employee, a copy of the signed PDQ from the employee is also required.
Once you have completed the above items, please click Submit and the form and information will route through approvals.

Create Request

Are you requesting a change to an existing position or a new position? (Required)

New Position

Existing Position

* - —
Request TFPE pdq i What type of change are you requesting? (Required)
Reclassification
.w':"-.” > Update PDQ

Position Number Change

Position Number Change and Reclassification

Request Types by Workday
Object

What is the name of the employee that this PDQ is for? Please enter "Vacant' if the pasition is not currently filled. (Required)

Request Types without Workday
Objects

5. Attach the proposed PDQ. PDQ must have the typed signatures of the
employee (if position is filled) and two levels of management. The

3. Click OK. manager must review the PDQ with the employee prior to typing the
4. Complete the form by providing a short summary of the request, employee’s signature and date.
selecting New or Existing Position and Type of Change, and finally For Reclassification requests, also attach organizational chart(s) and
enter Name of the Employee or Vacant in the bottom box. the previous position PDQ.

6. Click Submit.

Your screens and processes may vary somewhat from this document.
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If you are trying to print the PDQ after it has been attached, then you
will probably see this crazy screen. This happens with all fillable pdf
forms in Workday. This is an Adobe issue and not a Workday issue.

@ [5] PDQ Form.pd

Please wait...

If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document

You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting http://www adobe com/go/reader_download.

For more assistance with Adobe Reader visit hitp://www.adobe.com/go/acrreader.

If you want to print this form you will need to click the download button

in the upper right-hand corner of the screen.

Depending on your web browser you may need to save the document
in order see it. You may see the prompt on the bottom of the screen.

Do you want to save PDQ Form.pdf (2.27 ME) from wd5-impl.workday.com? Sk Sove v Cancel | %

If you needed to save the document, you will also get a notification to
open the document and you should click open.

The PDQ Form (1).pdf download has completed. iy Open ||| Openfolder View downloads

You may also just see the document load at the bottom and all you
need to doit clickit.

= PDQ Form (2).pdf ~

Your screens and processes may vary somewhat from this document.
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